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	Purpose:
	Outline the core responsibilities and requirements for the ongoing management of the centre.


 All Educators regardless of their position are employed under:
The National Employment Standards and Children’s Service Award (2010)
The following is the Wahroonga After School Care Centre Inc Hierarchy showing a summary of each level’s responsibilities. 
	


Parent Committee
	Adhere to the Centre’s constitution
Meet regularly to review the performance, financial and operational aspects of the Centre
Ensure all decisions comply with Centre’s constitution, government regulations and are in the best interests of the service.
Ensure the needs of the parents, children and Educators are understood and met.
Engage in open communication, actively listen to and consider concerns raised by parents and educators, and work collaboratively to address and resolve relevant issues
Develop and review policies and other relevant documentation.
Financial management and administration.

	

Nominated Supervisor 
	Work within the guidelines of the Position Description including but not limited to: 
Responsibility for the daily management of the Centre with priority given at all times to the care and wellbeing of the children, through leading and developing the Centre’s team of Educators
Ensure daily practices are reflecting the philosophy of the Centre
Oversee the adherence to laws and regulations set by licensing, funding and all other appropriate authorities
The provision of existing and creation of new policies (when the need arises) 
Manage bookings, accounts and budgeting
Liaise with Committee 
Manage maintenance of buildings and equipment.
Desirable qualifications: Diploma in Children’s Services and Advanced Diploma of Community Management 

	

Educational Leader
See Appendix 1 
for shared leadership approach whilst position vacant.

	Work within the guidelines of Position Description including but not limited to :
Working collaboratively with fellow Educators to develop a program, which reflects the philosophy, goals and learning framework. 
Ensure daily practices are reflecting the philosophy of the Centre
Coordinate employment, orientation, induction, training and supervision of Educators
Collaborate with children and parents.
Facilitate regular Centres reflection meetings and termly staff meetings.
Oversee Work Health and Safety issues and management
Liaise with Committee 
The provision of existing and creation of new policies (when the need arises) 
Desirable qualifications :  Diploma in Children’s Services or equivalent 


	
Responsible Person 

	Work within the guidelines of Position Description of Responsible Person and  Educator 3.3 including but not limited to: 
Support Centre Management, Nominated Supervisor and Educational Leader in the general management of the Centre, focused on ensuring that the Educators are following the Centre policies, National Framework and Centre Philosophy  in the delivery of care, and that the safety of the children in care is paramount.
Ensure the daily practices are reflecting the philosophy of the Centre
Adhere to and advocate for work, health and safety requirements
Contribute to program planning and daily evaluations
Collaborate and communicate with families
Attend termly staff meeting and regular reflection meetings at least once a month

The Responsible Person may act in a supervisory capacity for a defined period during the operating hours of the Centre on a day (before school care shift, after school care shift, or a vacation care shift).
An Educator will only be able to be assigned to the Responsible Person role following pre-selection by the Responsible Person role Responsibility and Requirements.

	Educator Level 3.3

	Work within the guidelines of Position Description of Educator 3.3  (Greater than 2 years’ service or equivalent)
Help to ensure that the facilitation, engagement, and supervision of all children is paramount 
Ensure the daily practices are reflective of the philosophy, policies; following Work, Health and Safety guidelines of the Centre
Contribute to program planning by daily evaluations, with a focus on National Framework and centre policies. 
Provide guidance, support, and to other Educators
Partake in opportunities given to develop skills and strengthen practices 


	Educator Level 3.2

	Work within the guidelines of Position Description of Educator 3.2  (Greater than 1 years’ service or equivalent)
Facilitation, engagement, and supervision of all  children
Ensure daily practices are reflective of the philosophy, policies; following Work Health and Safety guidelines of the Centre
Contribute to the program planning cycle by  completing daily evaluations 
Help guide new Educators in their duties, helping them to find resources, inspiration for daily activity set up, and understand the daily routine.
Partake in opportunities given to develop skills and strengthen practices 

	Educator Level 3.1

	Work within the guidelines of Position Description of Educator 3.1   (Less than 1 years’ service or equivalent)
Supervise,  facilitate, and engage with children
Contribute to program planning by  completing daily evaluations
Work within Centre policies and procedures 
Partake in opportunities given to develop skills and strengthen practices
Support other Educators




All Educators levels are based on the Children’s Service Award, including clause 14.2 Progression for children’s services employees
Progression from one level to the next within a classification is subject to an employee meeting the following criteria
(1) Competency at the existing level
(2) 12 months experience at that level (or in the case of employees employed for 19 hours or less on average per week per year 24 months) and in-service training as required
(3) Demonstrate the ability to acquire necessary skills to advance to the next pay level.




Considerations 

	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r 122
r145-146
r150

	4
7
	Centre Philosophy
Governance and Management Policy
All Position  Descriptions



































Appendix 1 


Training and Development of Responsible Persons	(Jack)	Equip, enable, and empower individual educators by providing targeted guidance and support as they grow into the role of RP both on and off the floor.	
Professional Development Officer	(Nathan and Lewis) 	Oversee all Educators and their professional development through:	Helping to facilitate regular staff meetings	Building Educator confidence by providing consistent guidance, constructive feedback, and professional development opportunities, including but not limited to training and mentoring, to equip them with the skills and knowledge needed to enhance decision-making, daily practices, and overall professional growth	Actively support and promote the well-being of educators by fostering a positive, supportive work environment.	Encouraging collaboration and teamwork by exhibiting open communication, encouraging a team-based approach that recognises and respects individual strengths and contributions.	
Educational Programming Coordinators 	(Emily M & Sarah) 	Work collaboratively with fellow Educators to develop a daily and weekly program, revolving around the provision of activities catering to various needs, abilities, and interests of children. 	Program a variety of quiet and active indoor/outdoor activities	Collaborating with children and parents to generate ideas, suggestions, and feedback.
Children’s Wellbeing 	(Nikki) 	Develop a term-based project which focuses on various aspects of wellbeing, including but not limited to the importance of positive mental health.		
Culture and Inclusion Coordinators	(Emily W, Manas, Shreya)	Oversee the Country of the Month Program, including information and targeted country-based activities. 	Help to ensure that cultural activities at the Centre are appropriate, inclusive, and informative rather than tokenistic. 	Provide information sheets and discussion questions for significant cultural days and weeks.
Events Coordinators 	(Kelly) 	Responsible for the events program at the Centre, by organising specific event days, supply lists, and maps.	Events include but are not limited to: Welcome to WOOSH, Mother’s Day, Father’s Day, Gumnut Fair 
Healthy Lifestyle Coordinators 	(Angus, Alex) 	Develop and organise physical, crafting, and cooking activities which promote healthy wellbeing, made accessible and interactive through fact sheets and discussions.
Sustainability Coordinators	(Juliet, Sam) 	Ensure the program reflects the Centre’s natural environment and promotes the three dimensions of sustainability.	Organise resources required to facilitate sustainability-centric activities on the program. 
Vacation Care Coordinator 	(Nikki) 	Assist the team in developing a program for the upcoming Vacation Care period	Ensure all days are fully programmed and all resources (including shopping lists) are created. 	Empower and equip Educators to program and facilitate days 
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